DEPARTMENT OF THE NAVY
NAVAL HOSPI TAL

BOX 788250
MARI NE CORPS Al R GROUND COVBAT CENTER
TVENTYNI NE PALMS, CALI FORNI A 92278- 8250 IN REPLY REFER TO
NAVHOSP29PALNMSI NST 5390. 2B
Code 0106
23 Jan 1996

NAVAL HOSPI TAL TWENTYNI NE PALMS | NSTRUCTI ON 5390. 2B
From Commandi ng O ficer

Subj: EXTRA M LI TARY I NSTRUCTI ON (EM ) AND EXTENSI ON OF WORKI NG

HOURS

Ref : (a) U S. Navy Regul ations
(b) OPNAVI NST 3120. 32C

Encl: (1) EM Assignnment Form NAVHOSP29PALMS Form 53907 01
(2) Monthly EM Report,| Report Synbol # 5390-1

1. Purpose. To establish policy and procedures for Extra
Mlitary Instruction (EM) and Extended Wrking Hours at Naval
Hospital, Twentyni ne Pal ns, pursuant to references (a) and (b).

2. Cancellation. NAVHOSP29PALMSI NST 5390. 2A.

3. Background. In the past, there has been sonme uncertainty

wi thin the ranks of Navy O ficers and Senior Petty Oficers
regarding the extent of their authority. Wthin the broad field
of authority the specific role and nature of EM has been nopst
frequently addressed as one |acking in definition and consi stency
of application. Positive |eadership at the Oficer and Seni or
Petty Oficer level is the primary and the nost inportant neans
avai l abl e to influence the behavior of subordinates. The need to
resort to other neasures frequently reflects a failure in | eader-
ship to produce adequate results. Effective conmands have
relatively few problenms with substandard mlitary behavior. The
use of authority should never becone a substitute for strong and
positive | eadership.

4. Authority and Responsibility. Authority is not absolute and
it cannot be applied in an indiscrimnate manner. Authority is
tied directly to duties and responsibilities and it is only in
the fulfillment of assigned duties and responsibilities that
authority within the Navy is granted to individuals. Exercise
of authority, therefore, is inseparable fromand acceptance of
responsibility and is granted only to support the fulfillnment of
assigned duties and responsibilities. Authority falls into two
categories; general authority and organi zational authority.
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a. Ceneral Authority is that authority necessary to fulfil
the responsibility and duties of all Oficers and Petty Oficers
within the Navy. These are set forth in Article 1103 of
reference (a), which requires all persons in the Naval service to
show t hensel ves as a good exanpl e of subordination, courage,
zeal, sobriety, neatness, and attention to duty.

b. Organizational Authority is that authority held by
Oficers and Petty Oficers derived fromtheir assigned billets
Wi thin a particular organization. O ganizational structure is
determ ned by command, departnent and organi zati onal nmanual s.

c. Limtations of Authority. Authority includes the right
to require actions of others as directed by oral and witten
orders. These orders nmust not be characterized by tyrannical or
caprici ous conduct, or by abusive |anguage. Since authority is
given only to fulfill duties and responsibilities, only as nuch
organi zati onal authority considered necessary to fulfil
responsibilities need be del egated and shoul d never be del egated
beyond the | owest |evel of conpetence.

d. Lawful orders. An order nust be | awful and any order
i nposi ng puni shment outside the framework of the Uniform Code of
MIlitary Justice (UCMI) is illegal. Punishnment may only be
directed through judicial process or non-judicially through
Article 15 UCMI. Authority to adm nister nonjudicial punishnent
is carefully reserved by UCM] to the Commandi ng O ficer.

5. Policy Guidance. To establish consistency within this
activity and to renove uncertainty, the followng policy is
est abl i shed:

a. Extra Mlitary Instruction (EM)

(I') Definition. EM is instruction in a phase of
mlitary duty in which an individual is deficient. It is
i ntended and directed towards the correction of that deficiency.
EM is a non-punitive neasure and a bona fide training device,
intended to inprove efficiency of this Command and nust be
genuinely intended as instruction and not used as a substitute
for punitive action appropriate under the UCMJ. EM nust be
logically related to the deficiency to be corrected.

(2) Inplenmentation. EM shall be inplenmented within the
following |limtations:

(a) The authority to assign EM to subordinates is an
integral part of the authority of all Oficers, Chief Petty
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Oficers and Petty Oficers. It is inherent in their position
and vested in themin connection with their assigned duties and
responsibilities as supervisors.

(b) EM may be assigned for up to two hours per day.
If it is assigned outside the nenber’s normal working hours, it
nmust be at a reasonable time. EM shall not be perfornmed on the
menber’ s Sabbath. After conpletion of EM each day, a nenber who
is otherwse entitled to liberty may begin liberty. The duration
of the EM regi nen should be no | onger than necessary to correct
the individual’s deficiency.

(c) Leading Chief Petty Oficers or Leading Petty
Oficers, where no leading chief is assigned, are granted the
authority to award up to 6 hours EM to personnel assigned to
t heir departnent.

(d) Departnent Heads and Division Oficers are
granted the authority to award up to 12 hours EM to nenbers of
t heir departnent.

(e) The Executive Oficer is granted authority to
award up to 21 hours EM to any enlisted nenber of this Command.

(f) If it is felt that nore EM is required than that
whi ch is authorized above, the individual shall be referred to
t he next higher authority.

(g) EM nust be nonitored by an individual of
adequate authority to effectively nonitor and provi de gui dance
for the instruction required. Usually, this is the individual
who has assigned the EM or soneone who is famliar with the
deficiency requiring correction.

(3) Exanples of EM. To assist with the assignnment of
EM the follow ng exanpl es are provided:

(a) Deficiency: Late for duty/nuster. EM assigned
should be to reinforce the requirenent to be at an appoi nted
pl ace at an appointed tinme in the proper uniform of
the day and could be to take a nanme by nane nuster of al
personnel at quarters for submission, in witing, to the Leading
Petty O ficer.

(b) Deficiency: |In appropriate/lnaccurate/lncom
pl ete health record entries. EM assigned should be to reinforce
the inmportance of accurate health records and could be to verify
health records for a period of tine to correct the deficiency.
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(c) Deficiency: Allowi ng a governnent vehicle to run
|l ow on oil during use (dereliction of duty). EM should
reinforce need to be attentive to assigned duty and to conplete
duties pursuant to existing guidance and could be to check al
fluid Il evel s of Command vehicles prior to liberty.

(d) Deficiency: Dirty/lnproper Uniform EM should
be directed to reinforce know edge of uniformrequirenents and
could be to prepare for and stand a sea bag i nspection.

b. Extension of Wbrking Hours

(I') General. Deprivation of |iberty as a puni shnent,
except as specifically authorized under the UCM) is illegal. It
isillegal for any officer or petty officer to deny to any of
their subordinates normal |iberty or privileges as punishnent for
any offense or mal performance of duty. It is not punishnent if
and when persons in the naval service are required to remain on
board and be physically present outside of nornal working hours
for work assignnents that should have been conpleted, for
addi tional essential work, or for the currently required |evel of
oper ati onal readi ness.

(2) Inplenentation. All Departnent Heads, Leading Chief
Petty Oficers, and Leading petty Oficers may extend the working
hours of their subordinates in order to conplete assigned duties
or to maintain a required | evel of operational readiness.

6. Action
a. Individuals assigning EM shall
(I') Prepare [enclosure (1)) which delineates the defi-
ciency involved, the EM given and the individual who will be
nmonitoring the EM.
(2) Forward the conpleted/enclosure (1) to the Chief
Master at Arns via the nenber’s departnent head if applicable),
and the director.
b. The Chief Master at Arns shall:
(I') Maintain all records of EM.

(2) Provide guidance as necessary to personnel assigning
EM to subordi nate personnel.

(3) Forward encliosure (2)|to the Commandi ng O ficer no
| ater than the 10th working day of each nonth, negative reports
are not required.
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7. New or Revised Forns and/or Required Reports:

a. The EM Assignnment Form NAVHOSP29PALMS [Form 5390/ 01 can
be obtained through Central Files.

b. The Monthl'y EM Report, | Report Synmbol #5390-1, is due to
the Commanding O ficer by the 10th working day of each nonth.

o, e

C. S. CH TWOGD

Di stribution:
Li st A
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EXTRA M LI TARY | NSTRUCTION (EM) FORM

(Dat e)
VEMORANDUM
From
To: Chi ef Master of Arnms

Vi a: (1) Departnent Head (if applicable)
(2) Director

Subj:  ASSI GNMENT OF EXTRA M LI TARY | NSTRUCTI ON

Ref : (a) NAVHOSP29PALNMSI NST 5390. 2B

1. Pursuant to reference (a), the following information is
provi ded concerning Extra MIlitary Instruction assignnent
for a menber of ny staff:

a. Nane, Rank, SSN

b . Deficiency identified

c. EM
assi gned

d. Nunber of hours assigned

e. This EM will end on , unless the
deficiency is deened to be corrected prior to that date.

f. This EM w |l be nonitored by

2. | wll notify ny departnent head/director of the results
of this EM assignnment and nmake further recommendations if
the deficiency is not corrected.

SI GNATURE

NAVHOSP29PALMS For m 5390/ 01

Encl osure (1)



NAVHOSP29PALMSI NST 5390. 2B

23 Jan 1996
(Dat e)
MEMORANDUM
From Chief Master at Arns
To: Commandi ng O ficer
Vi a: Executive Oficer

Subj:  MONTHLY EXTRA M LI TARY | NSTRUCTI ON REPORT
Ref : (a) NAVHOSP29PALNMSI NST 5390. 2B
| . Pursuant to reference (a), the following information is

provi ded concerning Extra Mlitary Instruction (EM) aSSI gnnment
for the period covering :

a. Nunber of personnel assigned EM:
b. Average nunber of days assigned:
2. The follow ng personnel were assigned EM during this period:

a. Nane, Rate, SSN

(1) Departnent:

(2) Deficiency:

(3) Anmount and dates of EM:

(4) Awarded EM by:

(5) Nature of EM perforned:
b. Nane, Rate, SSN:.

(1) Departnent:

(2) Deficiency:

(3) Anmount and dates of EM:

(4) Awarded EM by:

(5) Nature of EM perforned:

(6) Comments or recomrendati ons:

SI GNATURE
REPORT SYMBOL # 5390- 1

Encl osure (2)
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